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INSTRUCTIONS: Sm Publidon No. 76RM-1 for hrtru&WS on completini this form. Forward signed original to 
Depmtmt of Archivrr and History, Rrcords Management Division, 330 Capitol Awnw, Atlanta, Georgia, 30334. 
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A G ~ C Y  -W IDE APPLICATION 

L hnontoConPa working Titlo Tolophorn Numkr 
Charles Braden Chief - Support Services 656-4908 

L *nfon R q u e m d  &%"-WIDE APPLICATION 
a. a Gtabrirn Rrtmtion Schadulr: ncord will continua to accumulate. 
6. 0 Dirpoa of promnt accumuidon: no furrtw accumulation antidpatad. 
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&I7 Amnd A'&lication No. 
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%lkU Lamst 

OHdcbnr: 0 chanse: Q Sgpercade; 0 Void 
5. R d s  h k r  ffollowed by dUe upd in offix; if diffwmtl 

1970 1 present Volunteer Services Program Files 
L bhWn riid Off ia  Funstion 
The Division of Mental Health and Mental Retardation administers the programs for mental 
health, mental retardation, and other developmental disabilities; 
and training and research. This Division is also concerned with community mental h-ealth; 
the administration of Stafe mental hospitals; and rehabilitation and retardation centers 
state-wide 
Georgia's Regional Hospitals (State-financed Institutions and Medical Centers) provide local 
care for old people and their diseases; 
retarded and emotionally disturbed people; 
work in the various programs of mental health; 
determining the causes and possible cures of mental illness. 
The Institution Volunteer Services Unit cooqdinates the effective utilization of volunteers 
in the delivery of human services in the respective Mental Health Institution. 

f. Record hh DoccriPtion 

Documents relating to: 

what is the fundon of tha Division and the Offia in which this record sorlol is mated? 

alcohol and drug abuse; 
I 

alcohol and drug abuse clients; mentally ill, 
conduct training and education for persons who 

and carry out research with the objective of 

This file contains the following documents (Indude f m  numbenand tida, if my): 
Am& samples of tho file. 

Induded m: 

Fiir is a r r a w .  
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Hcw often are records referred to which are: 
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7. Records Series Description 

77- 9 2, PENDING VOLUNTEER WORKER APPLICANT 
FILES - Documents relating to receiv- 
ving applications to serve as a volun- 
teer mental health worker. Included, 
but not limited to, are: Application 
for Volunteer; records of training 
received, and similar and related in- 
formation. The file is arranged alpha- 
betically by last name of applicant. 

Upon approval of applicant as a 
Volunteer Worker from the unit 
social worker, transfer indivi- 
dual file to Volunteer Services Worker 
Active Case Files; cut off re- 
maining pending applicant files 
at end of each calendar or fiscal 
year; hold in current files area 
1 year; then destroy. 

Files Maintenance: if applicant 
has not assumed active volunteer 
status within 1 year, a new 
application mst be completed 
when the applicant returns. 

77- 9 3 VOLUNTEER SERVICES WORKER ACTIVE CASE 
FILES - Documents relating to indivi- 
duals serving as volunteer mental health 
workers. Included may be: Application 
for Volunteer which shows volunteer's 
personal characteristics, availability 
for work, health condition, signature of 
applicant or guardian, and similar and 
related information useful to institu- 
tion coordinator; Report on Volunteer 
Status, showing assignment, schedule, 
and related information; Volunteer Per- 
formance Evaluations, completed by 
staff and shaving profile characteris- 
tics ratings and similar and related 
conments concerning job performance; 
Training Received indicates training -a 

such as MHMR's training workshop in 
confidentiality of records; Volunteer 
Services Termination Form shows reason 
for termination, andpvaluation of work -' 

reports utilized by the various insti- 
tutions; and related and supportive in- 
formation. The file is arranged alpha- 
betically by last name of volunteer; 
or, numerically by number assigned by 
institution. 

performed by the volunteer; for>? and ~ - - ~ -  ~- ~ 

Upon termination of services at 
.institution by volunteer worGG, 
place all papers for that individual 
in the inactive file; cut off in- 
active file at end of each calendar 
or fiscal year; hold in current 
files area 2 years; transfer to 
local holding area; 
transfer t o  State Records Center; 
hold 10 years; then destroy. 

hold 3 years; 

Note: Files may be transferred 
to the State Records Center any- 
time after the 2 year retention 
periodat thLinstitution current ~ 

files area. 

. .  ., 
i '  
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77- 44 VOLUNTEER SERVICES WORKER INDEX CARD Destroy card for individual worker 
FILES - Documents relating to main- when corresponding Volunteer Work- 
taining the volunteer worker index card er's Case File is destroyed; 
files. Included are: cards (may be when no longer needed for reference. 

tion) which shows volunteer's name, 
address, personal characteristics, and 
related information. The file is ar- 
ranged alphabetically by last name of 
volunteer; or, numerically by number 
assigned by institution. 

or, 

-different sizes depending op-inst&u-- ~ ~ - 

GROUP VOLUNTEER WORKER FILES - Documents Cut off file at end of each calendar 
relating to volunteer workers serving in hold in current 
a group capacity. Included, but not files area 2 years; transfer to 
limited to, are: Volunteer Group Appli- local holding area; hold 3 years; 
cation; documentation of training re- then destroy. 
ceived; individual weekly time records; 
performance evaluations; group project 
reports; information related to projects 
completed; and related items suitable 
for inclusion in the group record. 
file is arranged alphabetically by group 
name. 

77- '' or fiscal year; 

The 

77- 96 PENDING VOLUNTEER SPONSOR APPLICANT FILES - 
Documents relating to receiving applica- 
tions to serve as a volunteer sponsor for 
State institutions. Included, but not 
limited to, are: Volunteer Sponsor Appli- 
cation; records of training received; and 
related information. The file is arranged 
alphabetically by applicant's last name. 

Upon approval for sponsorship from 
the unit social worker, transfer 
individual file to Volunteer Services 
Sponsor Active Case Files. Cut off 
remaining pending applicant files 
at end of each calendar or fiscal 
year; hold in current files area 
3 years; then destroy. 

Files Maintenance: if applicant 
has not assumed active volunteer 
sponsor status within 1 year, a 
new application must be completed 
when applicant returns. 
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7 (continued) 

77- q7 VOLUNTEER SERVICES ACTIVE SPONSOR CASE 
FILES - Documents relating to serving 
as a volunteer sponsor for State Insti- 
tutions. Included, but not limited to, 
are: unnumbered forms comprising Appli- 
cation for Sponsorship, which show infor- 
mation about sponsor such as name, address, 
home and work phone numbers, occupation, 
education, work experience, volunteer ex- 
perience, membership by name of church, 
club, and civic organizations, references 
other than relatives, name of child spon- 
sored, state of health, whether or not 
sponsor has physical handicaps or aller- 
gies, name, address and phone number of 
person to contact in event of an emergency, 
and pledge that sponsor will hold in con- 
fidence all personal and official matters 
which may come to the individuals atten- 
tion, and sipnature and date; Waiver for 
Injuries or Damages Resulting from Vol- 
unteer Services is a signed and dated re- 
lease discharging the State Institution 
and all employees from all liability which 
the sponsor (or executors, administrators, 
or assigns) may or can have by reason of 
contracting any communicable disease ( 8 )  

any personal injury or property loss in- 
curred during such vo~ankear-service$; 
also included are documents needed prior 
to approval of individual as a sponsor, 
such as Questionnaire for Prospective 
Sponsors, which shows age of applicant, 
how often would he/she visit the child, 
whether or not employed at the State 
tnstitution for which work is intended, 
how applicant learned of the sponsorship 
program, and name and location of the 
child to be sponsored; evaluation of 
Interview of Applicant (by name) for 
Sponsorship of (name of child to be 

or 

Page 5 

Upon termination of services at 
institution by volunteer sponsor, 
place all papers for that indivi- 
dual in the inactive file; cut off 
inactive file at end of each calen- 
dar or fiscal year; hold in current 
files area 2 years; transfer to 
local holding area; 
transfer to State Records Center; 
hold 10 years; then destroy. 

hold 3 years; 

Note: Files may be transferred 
to the State Records Center any- 
time after the 2 year retention 
period at the institution cur- 
rent files area. 
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7. (continued) 

sponsored) by the institution Social 
Worker, recommendation for approval 
of the applicant as a sponsor, state- 
ment that signatures, as required, 
had been placed on the parental per- 
mission form (for the sponsored indi- 
vidual) -- parent or guardian, if less 
than age 18; if over age 18, then the 
individual sponsored may sign, letters 
of recommendation for sponsorship, 
notice as to whether or not applicant 
was approved, Parental Permission for 
Institution Activities and for Visits 
Off Campus is a signed statement giving 
permission for named sponsored indi- 
vidual to leave Institution campus with 
named sponsor, restrictions, if any, 
and restricting named individuals, and 
Visits with Volunteer Sponsors which 
shows name of student, type of visit, 
destination of visit, date and time of 
departure, date and time of return to 
campus, purpose of the visit, clothing 
needed, signature, address, and phone 
numbers of the sponsor taking the 
individual from campus and signatures 
of Unit Social Worker and Unit Director 
and date. The file is arranged alpha- 
betically by last name of sponsor. 

77- q 8 VOLUNTEER SERVICES DONATIONS FILES - 
Documents relating to accounting for 
gifts to the institution by item and 
description, donor, and disposition, 
and letters to donors acknowledging 
the gift. Included are: unnumbered 
form (Inventory Sheet) onto which is 
f-ecorded item and/or description of 
the item(s), name of donor (individual/ 
group/organization) and full address, 
comments, items sent to (location at 
institution), date received, date ac- 
knowledged, and by whom acknowledged; 

Page 6 

Cut off file as follows: 
Inventory Sheets - Beginning 
January 1, 1977, list all 
gifts to the institution by 
date received, name of item, 
description (when applicable),---- 
donor (by name and address), 
and disposition of item; 
cut off file at end of each 
calendar or fiscal year; 
hold in current files area 
3 years; then, destroy indi- 
vidual Inventory Sheets, and 
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7. (continued) 

copy of each donation acknowledgement 
letter. The file is arranged alpha- 
betically by name of individual/group/ 
organization from which gift (s) are 
received 

transfer listing of gifts to 
State Archives. 

Acknowledgement letter copies - 
cut off file at end of each 
calendar or fiscal year; hold 
in current files area 4 years; 
then destroy. 


